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ABSTRACT 

^ This fifth in a series cf five learning modules on 
guidance is designed to give secondary and postsecondary vocational 
teachers skill in helping students develop theil^^job application • 
skills and skill in preparing well-written letters cf reccBmendaticn 
for students. The terminal objective fcr the module is to assist 
students in applying for employment or further €ducation, in an 
actual school situation. Introductory sections relate the competency 
dealt with in this module to others in the progiain and list both the 
enablinq objectives for the four learning experiences and the 
resources required. Materials in ^the learning experiences include 
required reading; self -check quiz with model answers; model letters, 
application forms, resumes; -job interview scripts; planning 
checklist; and the teacher performance assessment form for use in 
evaluation of the terminal objective. (The^^ modules en guidance are 
part of a larger series of 100 perf ormance^based teach'er "education 
(PBTE) self-con'iained learning packages for use in preservice or 
inservice training of teachers in all occupational^ areas. Each of the 
field-tested modules focuses on the development of one or more 
specific professional competencies identified through research a$ 
important. to vocational teachers. Mateixals are designed for use by 
teachers, either on an individual or group basis-, working under the 
direction of one ot more resource persons/instructors'.) (JT) 
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FOREWORD 



This, module is one of a series of 100 performance-based 
teacher edijcatlon (PBTE) learning packages focusing upon 
« specific pro^fessional competencies of vocational teachers The 
competencies upon which these modules are based were iden- 
tified and verified through research as being important to suc- 
cessful vocational teaching at both the secondary and post- 
secondary levels of instruction The modules are suitable for 
the preparation of ieactiers in al! occupational areas 

Each module provides learning experiences that integrate 
theory and application, each culminates with criterion refer- 
enced assessment of the teacher s performance of the splec- 
, ified competency. The matenals are designed for use by indi- 
vidual or groups of teachers 'm training working under the 
direction and with the assistance ofi* acher educators acti ng as 
resource persons Resource persols should be skilled in the 
^ teacher competency being developed and should be thor- 
oughly onerfted to PBTE concepts and procedures in using 
these materials. 

The designpf the materials provides considerable flexibility for 
planning and conducting performance-based preservice and 
inservice tdlacher preparation programs to meet a widd variety 
of individual needs and interests The materials are intended for 
use by universities and colleges, state departments of educa- 
tion, post-secondary institutions, local education agencies, and 
others responsible for the professional development of voca- 
tional teachers Further information about the use of the mod- 
ules in teacher education programs is contained in three re- 
lated documents Student Guide to Ustng Perfonnance-Based 
Teacher Education Materials, Resource , Person Guide to 
»Uslng Performance-B^ed Teacher Education Materials and 
Guide to Implementation of Perfcrttiance-Based Teacher 
Education. ^ # 

The PBTE curriculum packages are products of a sustained 
research and de\^lopment effort by The Center's Program for 
^ Professional Development for Vocational Education Many in-^ 
dividuals, institutions, and agencies participated with The Cen- 
ter and have made contributions to the systematic develop- 
ment^ testing, revision, and refinem,entof tbe%e very significant 
training materials 09er 40 teacher educators provided input in 
development of initiaj versions of the modules, over 2,000. 
teachers and 300 resource persons in 20 universities, colleges, 
and post-secondary institutions used the matenals and pro- 
vided feedback to The Center for.revision and refinement 

Special recognition for major^individual roles in the direction, 
development, coordination of testing, revision, and refinement 
of these materials^s extended to the following program staff 
James B Hamilton, Program Director, Robert E Norton, As- 



sociate Program Director, Glen E. Fardig, Specialist, Lois Har- 
nngton. Program Assistant, and Karen Quinn, Program Assis- 
tant, Recognition is also extended lo Knsty Ross, Technical 
Assistant, Joan Jones, Technical Assistant, and Jean Wisen- 
baugh, Artist for their contnbutions to the final rOTmement of 
the matenals. Contnbutions made by former program staff to- 
vyard developmental versions of these matenals are also ac- 
knowledged Calvin J. Cotrell directed the vocational teacher 
competency research stud'es upon which these modules ^re 
based and also directed the curnculum development effort 
from 1971-1972 Curtis R Finch provided leadership for the 
program from 1972-1974. 

A 

Appreciation is also extended to all those oulside The Center 
(consultants, field site coordinators, teacher educators, 
teachers, and others) who contnbuted sq generously in vanous 
phases of^e total effort Early versions of the matenals were 
developed by The Center in cooperation with the vocational 
teacher education faculties at Oregon State University and at 
the University of Missoun-Columbia. Preliminary testing of the 
matenals was Conducted at Oregon State University, Temple 
University,- and University of Missouri-Columbia 

Following preliminary testing, major revision of all materials 
was performed by Center Staff with the assistance of numerous 
consultants and visiting scholars from throughout the country 

Advanced testing of the matenals was earned out with assis- 
tance of the vocational teacher educators and^tudents of Cen- 
tra! Washington State College. Colorado State University, Ferns 
iState College, Michigan, Florida State University, Holland Col- 
lege. PEL Canada, Oklahoma State University, Rutgers Uni- 
versity. State University College at Buffalo, Temple University, 
University of Anzona; University of Michigan-Flint; University of 
Minnesota-Twin Cities, University of Nebraska-Lincoln; Univer- 
sity of Northern Colorado, University of Pittsburgh, University 
of Tennessee, Universityof Vermont, and Utah State University, 

The cVrter is grateful to the National Institute of €ducation for 
sponsorship or this PBTE curnculum development effort from 
1972 throuqj) its completion Appreciation is extended to the 
Bureau of Occupational and Adult Education of the U S, Office 
of Education for their sponsorship of training and advanced 
testing of the materials at lb sites under provisions of EPDA 
Part F, Section 553. Recognition of funding support of the 
advanced testing effort is also extended to Ferns State College. 
Holland College, Temple University, And the University of 
Michigan-Flint. ^ 

Robert E. Taylor » , 

Executive Director 

The Center for Vocational Education 




THE CENTER FOR VOCATIONAL EDUCATION 

N«Oft«St*u DnncftT . t»<«M*M<v flo*<j Co*v>»"ep«» Ohio 4JJH) 

The Center for Vocational Education s mission is to 
increase the ability of diverse agenci^. institutions, and 
oraanizations t6 solve educational problems relating to 
inaividual career planning, preparation, and progression 
The Center fulfills its mission by 

• Generating knowledge through research 

• Developing educational programs and products 

• Evaluating individual program needs and outcomes 

• Installing educational programs and*products 

• Operating information systems and services, 

• Conducting leadership development and training 
programs ' 
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Engineering Cente 
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Athens, Georgia 30602 
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The Amencan Association for Vocational Instructional 
Materials (AAVIM) is an interstate organization of univer- 
sities, colleges and divisions of vocational education de- 
voted to the improvement of teaching through better iri- 
focmati6n and teaching aiclf 
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iNTRODUCTiON 



Your main job as a vocational teacher is to give 
students the occupational skills and knowledge 
they wjll need to succeed in the vocation of their 
choice. In addition, however, yoQ.have a responsi- 
bility to prepare students with the application 
skills they will need to gam admittance into a voca- 
Uon or post-secondary institution. Your students 
^ay havjB been well trained ocpupationally, but if 
they do not have skill i n appiyi ng for a job or f u rther 
education, they are not adequately prepared fOr 
the world of work. Through individual assistance, 
or by presenting specially prepared lessons, you 
can help stud^ents develop the skills they need to 
become sucqessful applicants. 



* The amount of assistance needed will vary 
among students. Overall, however, students need 
your help in assessing their personal a^^d educa- 
tional qualifications, preparing r6sum6s, filling out 
application forms, writing letters of application, 
and interviewing for jobs or admission to a school 
or university One more source of assistance you 
„ need to provide for your students is to write letters 
of recommendation for them. / 

This module is designed to give you skill both in 
helping students develop their application skills, 
ana in heljbing you prepare well-written letters of 
recommendation for students. 





ABOUT THIS MODULE 




Objectives. ' ^ . 

. Enabling Objectives; 

1. After campletlng the required reading, demonstrate 
knowledge of the basic techniques involved in assist- 
ing students in applying for employment or further 
fedu(jation (Learning Experience I). 

2. Given a hypothetical student's a'pplication matenals, 
critique the student's performance h%^pplying for a 

- job, and use the data provided to wntd a letter of 
* recommendation (LeaYnhg Experience II). 
3 In a simulated situation, plan a unit of instruction 
designed to assist students in applying for employ- 
ment or further education (Learning Experience III) 

Prerequisites ^ 

To complete this module, you must have competency in 
developing a unit of instruction and a lesson plan . If you 
donot already have these competencies, meet with your 
resource person to determine what method you will use 
to g*ain these skills. One option is to complete th^ infor- 
mation and practice^activities in the following modules. 

• ^Develop a Unit of Instruction, Module B-3 
, • Develop a L^sson^an, hAddule B-4 



location of these resources, (2) to locate additional ref- 
erences in your occupationaJ specialty, and (3) to get 
assistance m setting up activities with peers orobserva-- 
tions of skilled teachers, if necessary Your resource 
person piay also be contacted if you have any difficulty 
with directions, or in assessing your progress at any 
time. 



Resources 



/ 



A list of the outside resources which supplement those 
contained within the jpodule follows Check wit^i your 
resource person (1)d»cletermine the availability and the , 



-^Learning Experience-f 

]^t©-autside resources 

Learning ExperTence II ^ . 

No outside resoiVces 

Learning Experi^ce III 

Optional 

A resource person to r-eview the adequacy of your 
unit plan. » ^ 

A resource person to review the Adequacy of your 
lessoj(Fplan(s)t. 

Videotape equipment ior taping your lessonpresen- 
tation(s). * 
A group of peers or a resource persodXo whom you 
may present one of the lessons from your plan 
A vocational teacher experienced in assisting stu- 
dents in applying for employment or further educa- 
tion with whogi you can m^eet^ ' ^ 

Learning Experience IV 

Required ) 
An actual school situatiorua^^hich you can assist 
Students in applyixig for empl<jy\nent or further edu- 
^ cation. " ' • \ 

A resource person to assess your competenoV in 
assisting students in applying for^employment or 
further education 



This module covers, p6rforroance element numbers 2l2. 232-235 from 
Calvin J Cotrell et'al , Model Curricula for Vocavonal ancTTechr^icai 
* Teacher Educatior) ??eporf No {Columbus, O^j The Center for Voca* 
tional Education. The Ohio State University, 19/2) The 384 elements in 
this document form the research base for all The Center's PBTE mockile 
develbpment 

For information about the generaJ organization of each module, general 
procedures for their use. and terminology which is common to ail 100 
modules, see About Using The Center's PBTE,^Modules on the inside 
back cover % 



Learning Experience I 
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Activity , ^ Forinformationexplainingtheskillswhich students need in order to apply 
for employment or further education, and outlining how you as a voca- 
TicmaTteactrer can assist students in gainfng these skills./ead the following 
information sheet: 



ASSJSTING STUDENTS I^J APPLYING u ' 
FOR EMPLQYMENT OR FURTHER EDUCATION 

personnel director or admissions officer first 
"meets" a student. First impressions are often crit- 
ical, so students need to make a positive impres- 
sion at thjs point; 



Vocational students frequently take^p^rt-time 
jobs while they are still in school. Graduating voca- 
tional seniors make career-related decisipns con- 
cerning future employment or further education. 
Whether^our students are planning to apply for a 
job. admission to a college or some other post- 
seCondary institution, a scholarship, or an educa- 
tional loan, they need to develop certain applica- 
tion skills. They need skill in (1) preparing r6sunrr^s 
outlining their backgrounds and qualifications; (2) 
obtaining ^nd filling out application forms; (3) writ- 
ing letters of appllcat^on; and (4) preparing for. and 
participating in. interviews. • , 

As a teacher who is responsible for preparing 
students for vocations; it is your responsibility to 
prepare students in the application skills they need 
to gain admittance into the vocation. In addition. 



The guidelines for selecting what to include in 
these written application materials are qbite sim- 
ple. First, students negd to select data that pre- 
sents them in the best possible light without pre-' 
sentin*g a distorted picture or making appear 
immodest. Modesty is a commendable quality.'but 
students who are too humble may eliminate them- 
selves from the running. 

Most students have had a wealth of experiences 
which can be usfed^-jfo docume;it their ability to 
^perform effectively oji the, job or in -school. How- 
ever, they may tend tcTbresent orily'the straightfor- 
ward data such as jot(4xperience or school record 



you need to develop ^ur own skill in writiTig lett^^^nh nofurtherinforrSatibn. You canassistthem by 
of recommendation for your students who are ap- J, 



plying for employmeptor further education. 
Selecting Information to tnclude 



having them do the follQlving; (1) consider the ]ob 
or education for which they are applying in terms 
of^the characteristics which would quaiify a per- 
son fpr admjjsion.or employment, and (2) con- 
•One of the first things students needle consiW^'^f J^^^ ex(^riences they have which document 
in applymg-f or employment orf u/ther education is^^^^^ ^^^"^ P°^^«^^ ^^^''^ characteristics. These ex- 
what information to inciude as important and what 
information to omit as irrelevant. Students need to 



be aware that the wntten application data they 
submit is very important in that it is often the way a 





periences can be drawn from a number of sources: 

• memberships ir^ clubs both in and out of 
school r . , 

• participation in community organizations 

• participation in church a(i|ivities 

• offices he^d * 

formal and infornrial edudation experiences 
* • formal and informal work experiences 

• volunteer work' ^ 

' If students list these experiences, ttiey Can then 
expand on each e>tp,erience. explaining what ac- 
tivities they participated in. what operations they 
pe^formed, or what skills they acquired as a result 
of each. For example, a student applying for a job 
in sales raay not realize tha^he fact that he or she 
sold the most candy iti th^ school's fund-raising 
candy sale for three straight years gives e^'dence 
that he drshe po$sessesqualities of salesmanship. 
When the employer is considerlQg applicants, he 
or she is askmg, "What does each applicant have 




to offer .us?" 
By including 

periences, 
^ students are 
providing'' 
evid6naQ 
that they 
hqve a great 
deal to offer. 

Second, 

students 
need to i' 
select only 
reieV^nt'd^ta 

resent. 
The pQi:sofr ■ 
Considering 
! applications 
does not 
Want to know 

everything there is to know about each applicant 
As mentioned previously, this person is looking to 
see if»an applicant possesses the qualifications 
and qualities needed for admission or employ- 
nrjent. Therefore, students need to tailor each ap- 
plicatipn to present information relevant to the 
« situation sought. 

Finally, Title' VII (Equal Employment Opportun- 
, Ity) of the Civil Rights Act of. 1964 provides s^me 
. gQidelines on the types of 'informatiDn students 
need not include in se^eking employment Title VII 
, specifies that an applicant needs to provide to an 
ennployer only that inforrftation about himseH or 
hprself which is directly related to the job in ques- 
tion. 

In most cases, for example, whether a person is 
malaor female, married orsingle, has no relation- 
ship to whether that person js qualified to do a 

'pqclicularyjob. Therefore, a student need not in- 
clade^'ch personal data on^apf^lication forms or 
c^sum^'s unless it is; in fact, a bona fide dccupa- 
tional qUa!iflc|itlon'(BFOQ). For example, being 

\fennale is a BFOQ for the job of modeljng women's 
bathiqg sUits.Hf sex or marital status is not a BFOQ, 
it is not illegal for the^aplplicant to provide the 
ennployer* with this information. However, it Is il- 

^ legal^^qrSnoifcployer to require that this informa- 
tion brt>t*6vr(:i|d. ^ , ^ * 




Once students understand ther^ importance (it 
submitting written applications and know how to 
select appropriate .data, ^tHey should be ready to 
learn about the specific applicatiorl materifeils used 
and how tp prepace them. * 

The Resume 

^ A resum6, or personal data summary, is an out- 
line of information about an' individual. It is de- 
signed to provide prospective employers or educa- 
tional admissions officers with evidence of the in- 
dividual's qualifications, background, and Inter- 
ests. It can^ be used by the applicant in several 
ways / 
•^If a student who is interested in a particular 
field wishes to alert companies in that field to 
his or her interest and availability in the hopes 
that one of these companies may be hiring, 
then the student can send a resu m6 to each of 
these companies. 

• If a student has identified particular com- 
panies that are hiring, a resume could be in- 
cluded with a letter of application to each 
company. 

• If a student has an interview scheduled with a 
prospective employer, the resume can be 
given to the employer or personnel director at 
the beginnrng of the interview to help intro- 
duce th^ student to the interviewee 

• If a student is interested in applying for accep- 
tance at a college or post-secondary institun 
tion, it is standard procedure to include a re- 
surh6 with the completed application form. 
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The content included in each of the resumes 
should geared to the purpose it is intended to 
serve. However, generally a resume should contain 
the followm^. 

• Identifying data. — name, address, telephone 
numjper 

• Personal data.— age, height, weight, Jiealth 
(The Equal Employment Opportunity speci- 
•ficatipns for BFOd> should be considered in* 

. preparing this section.) 

Educational i)ackground. — nances of secon- 
dary schools' attended, years attended, major 

• courses, minor courses, academic record, ex- 
tracurricular activities, etc. 

• Work experience. — nanrre of firm, namp of 
' employer, daffeis of employment, job title, na- 
ture of work, etc. ' , 

• Other qualifications.— hobbies, special in- 
terests, honors, etc. 

• Career goals.— brief statement of career 
goals, both immediate and long range 

• References.— namesraddiesses, and titles of 
three or four resbp;:»stble persons able to at-, 
test to the app*^aant's character^ job quali- 
fications, ^rid/or educational f^p^tential 

There are numerous ways that a resume can be. 
organized, and probably no one format is superior 
to all others More important than the format 
selected are tha'kinds of personal"Bata that are 
included. In addition, 'it should be emphasized to 
students that the resume should be clearly and 
concisely wntten,'and f(«efrom erasures, misspell- 
ings, or incorrect grammar and. punctuation A 
good quality of 8V2" >^ 11 " white bond paper should 
be used to type each resume Carbon copies of 
resum^ should never be sent to prospective em- 
ployers or to admiss[9ns officers. Originals or high 
quality reproductions should be used. 

Reference works are available in most libraries 
or local booj^stores which include guidelines for 
preparing resumes One such reference is 
sum6s/That Get Jobs ^ You cart use references 
such as this^o aid you in preparing a lesson cover- 
ing thts material or to aid students in preparing 




their own resumes. Providing" students With 
sample resumesjo cntique and analyze, and hav- 
ing ^hem develop and organize their own resumes 
with your assistance, will give'them a usable re- 
sume for present needs. It will also prepare fhem to^ 
update or rewrite their resumes on their own in the^ 
future. 

Application Forms 

The resume gives appiicants a chance to pre- 
sent information which they select. The applica- 
tion form gives employers or admissions officers 
a chance to-get the kinds of information they feel 
they need to make a decision about an applicant's 
acceptability. Often the types of infqrgnation in- 
cluded on the two forms will be somewhat sirhilar. 
The major difference in content may be that the 
application form asks for a broader range of in- 
formation, whereas the information on a resume is 
presented in more depth. Sample 1 provides an 
example of, an application form. 

In applying for further education, the application 
form IS usually received an.d submitted by mail. In 
applying^ for a job., the application form is most 
often completed in the personnel office im- 
mediately prior toan interview. Sometimes a voca- 
tional teacher, school placement coordinator, or 
guidance counselor may distribute application 
forms to interested students whose qualifications 
seem to piatch the opportunity • 



1. R6sum6s That Get Jobs (New York. NY Arco Publishing Co r 1968) 



\ 



\ 



SAMPLE 1 
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.Thft:infOrina^^^^ requested in this qmploymeriit appllcatioa kjntetrded t(i:assfirt:^,us^ 
vy^,|0i;yojiraV0jquaUfi^^ anc^for referent checking puji>bs^»,;?(easQ read.^e^entir?^ form'beforeyj^tf^^^^ 
iflinsW^^ printed or carefully written In jn|<; ^prefer^bly ^falack):^^ 
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0 , , ^XPERI£NC6 

Beginning with the most recefit, lij>i dil employment' inc'jding part time and self empigyment, for the p^t 10 years Also 
list significant experience moie than 10 yeais ago Report all activities for last 10 ye^r^, using space on next page to account 
for -periods of unemployment, military service, schools, etc Attachment of a resume m lieu of cornpleting this section is 
not authorized 
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Students need to realize that the way in which 
fhey fill out the application form may be a deter- 
mining factor in \A/hether or not they get the job or 
get admitted to the school. Most application forms 
ask for certain kinds of standard personal, educa- 
tional, and occupational information. Some of the 
Items are self-explanatory (name, address, age, 
etc.). Other items need some interpretation. What 
js really being asked for, forexample, whenan item 
asks you to list your work experience'? " Should 
you list every job you've ever had'? Should you list 
informal or- 
unpaid worlv 
experience? 
Should you 
list only that 
work experi- 
er>ce which 
applies tothe 
position you 
are now 

seeking? / / /' 

If the form 
does not 
specify the 
order in 
which your 

work experience should be listed, what is the pre- 
ferred order? Should you list your fi?fet job first or 
your most recent job first? Should you group your 
work experiences into jobs related to the position 
sought and those unrelated to the positjon'?. 

How do you respond to an item on a >ob applica- 
tion such as "Salary Desired?" Do you put down 
the salary of your wildest dreams, the salary usu- 
ally Qarned by personsTrTthose positions, the sal- 
ary you think you're worth, or the lowest salary you 
woulj accept? The following suggestions should 
helgltudents answer the above questions. 

The form should be filled out as neatly as 
possible.— Most forms will specify, "Please print," 
but even if this is not specified, it is preferable to 




print (actually, hand letter) your responses. If your 
printing is difficult to read, then the form should be 
typed if possible. Avoid erasures by thinking out 
your answers before writing them down. Make 
sure you spell words correctly. One way to 
minimize errors i6 to prepare in advance a , sheet 
listing the information usually ^sked for on an ap- 
plication form. With such a sheet in hand, you can 
be sure of accurate dates and correct spelling. 

Read and follow directions carefully.— If the 

form asks you to put your last name first, or t(jlist 
your work experience for the last five years with 
the most recent listed first, do so. Your ability to 
follow directions may be one of the qualities the 
school or employer is looking for. In addition, read- 
ing all directions carefully can go a long way to- 
ward helping you understand what is being asked 
for. , 

Information should be as complete as 
possible.— Students with little work experience 
may wish to include part-time jobs, special inter- 
ests, and school activities in order to give a more 
complete picture of their qualifications All work 
experiences should be listed chronologically be- 
ginning with the one most recently held, unless 
otherwise indicated ^ 

In filling out a job application, wages should be 
stated as a, range, rather than as a fixed 
amount.— Before you know what duties and re- 
sponsibilities are involved in a given position or 
wh'at the company's policies are in regard ~to a 
particular job situation, it may be best not to name 
a particular amount. It may be helpful to state the 
wages you received in your last job and to use that 
as a basis for negotiations. 

Each question should be acknowledged.— A 

dash s^hould be placed after questions which are 
not applicable to indicate that the item was not 
overlooked. 

Applicants should have the advance consent 
of persons whom they wish to list as refer- 
ences.— They should also be prepared to list each 
reference's correct title, address, and phone 
number. It may be wise to suggest that students 
send a copy of their r6sum6s to each person being 
listed as a reference so these people will be up to 
date on students' background and qualifications. 

A good way to help students develop skill in 
filling out application forms is to give them oppor- 
tunities to practice ^ing so Students should be 
given copies of a variety of sample forms and 
guided through the process of filling them out You 
could use an overhead or opaque projector to 
show an application form on. a chalkboard or 
screen. Together, ttie class could help you to fill 
out the form, and individual questions could be 
answered through discussion. 
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Students could then attempt to fill out forms on 
Ah^\r own with teacher assistance available if 
needed. You may not be able to give students a 
hard-and-fast rule for answenng each question, 
but you can familiarize them with the kinds of 
questions they will be asked, and give them prac- 
tice in reading directions and applying personal 
data to standard items. 

Sometimes a student will know what is being 
asked for in an application form, but will need /our 
help in locating that information. For example, a 
job application may ask for the applicant s atten- 
dance record A college admissions application 
may ask for the applicant's class standing. A 




scholarship application may ask the applicant to 
document his or her parents financial status Stu- 
dents who need help with such questions should, 
in most cases, be referred to the school's guidance 
staff. These people are uniquely qualified to handle 
such questions, and have/eady access to cumula- 
tive records contammg^ata on student atten- 
dance, class standing, etc: 



Letters of Application 

For many kinds of employment, the letter of ap- 
plication IS dne of the most useful techniques for 
inijtially contacting an employer or prospective 
^school The letter of application is used to an- 
nounce an applicant's'interest in being employed 
by that company or in attending that school. The 
letter should follow a fairly standardized form. The 
first paragraphs should clearly explain why the 
letter is being written. For examples 




The middle paragraphs should describe, again 
briefly, the applicant's qualifications. (If it seems 
desirable to describe your qualifications in more 
depth, a copy of your r^ume can be enclosed with 
the letter). The final paragraph may be used for one 
of several purposes: the student can ask for an, 
application form, additional information, or a per- 
sonal interview in this final paragraph. 

The application letter should be written or typed 
on good quality, plain white paper, 8V2" x 11". It 
should be neat with no words crossed out and no 
smudges left from careless erasures. Careful at- 
tention should be given to grammar and punctua- 
tion It may be possible for you, as a vocation'&l 
teacher, to work cooperatively with the teacher 
who has your students for English. The English 
teacher can be of invaluable assistance in^helping 
your students structure acceptable, and grammat- 
ically correct, letters. Sample 2 is an example of a 
letter of application. 
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SAMPLE 2 



tiEPBR^QFAPPLICATION 



iiA)^'^-:. ; ^ • • . 354 Suminer Street 



Southborough, Massachusetts 01772 
April 5, 1977 „ ' 



; Kirkpatrick Publishing Company . 

1454 Mcrih Street ' ' ^ . • 

' Boston, Massachusetts 01840 * 

"rt Dear Sir or Madam: 

'h ' ; ' . 

' ^ : I will be graduating from Bradford High School in June and am 

, interested in obtaining a clerical position. Ms, Mary McGarrety, my glridance 
counsdor, indicated that your firm might hove an opening for a personal ^ 
secretary, and suggested I contact you . 

for the past two years, I have been In a business block program at 
school, and my grades in;all my business course work hove been As. In my 
other courses, I have*all A and B grades. In addition, I am presently president 
. of my school's" Fu ture Business Leaders of America (FBLAh organization. 

- ' * My work experience has, of course, been sojnewhat^limited to date. 
" Howaver, I have worked' for the past two years in my foJherV ofiice doing 
♦ general clerical work on ajxtrt-time basis during the school year and full-time 
; duririgthesummerJhaveenclosedacopyofmyresucaewiththislettertogive 

you a fuller picture of my background, experiences^ and qualifications.^ 

If you are hiring, I would appreciate receiving on apElication form and 
any literature you may hove describiilg your company, and its policies and 
' - bleinefits* * -^^^^ 

Thank tou for your consideration. 

• - % ' ' ■ ^ ■ 

; , , Sincerely, y , . 



♦ Dale McGuiness 
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The Employment Interview 

Usually, applications for further education do 
'not require an interview. However, it is rare that a 
gob application does not involve a personal inter- 
view. Sine© thejob interview is the most common, 
the following interviesy tips Vyill be presented in 
terms of helping students plan for, and participate 
in, a job iritervieyv. However, the same general 
. principles apply to both the job and school inter- 
view." 

As a vocational teacher, you can be very helpful 
in preparing your students for these interviews 
The f irststepfor students is to set gp the interview. 
If a student identifies^a prospective job through a 
newspaper ad, there are usually directions in the 
ad for contacting the firm. The ad will specify that 
interested applicants should send in a resume, or 
that the applicant should call a particular phone 
rtumber If a resume is sent, it should be accom- 
panied by a letter of application 




When the initial contact is made by mail, then the 
firm. will usually call the applicant to set up an 
interview If the student calls the firm first, he or she 
needs to make sure that the nght person is con- 
tacted. If possible, the student should identify the 
name of the person to be contacted. If not, the 
student should ask for the person m charge of 
personnel, or should say something which iden- 
tifies the purpose of the call, such as My name is 
Sally Carte, and I am calling in response to your ad 
in Sunday's pap^rfor a dental hygieni^t. This in- 
formation will help\he switchboard operator put 
the applicant through to the ap|)^opriate person 

When the studentN:^hes thi^erson, the stu- 
dent shduld once again state his or her name and 
purpose in calling The employer or personnel di-' 
rector will then usually guide the conversation 
from that point. The student should have a calen- 
dar available to refer to in setting up an interview 
time which is convenient -to both parties. 
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Students also need to know how to prepare for 
the interview, how to conduct themselves during 
the interview, and what follow-up. activities to 
complete after theSoterview. In preparing for an 
interview, students need t^ do the following. 

• Locate general information about the com- 
pany-^its products or services, its size, the 
kinds of workers it employs, etc. This kind of 

^ information will help students. explain to an 
I employer how they can contribute to the 
company if employed. In addition, familiarity 
with the company can help students be more 
relaxed during the interview. 

• .List their personal and educational <iuali- 
fications for the position sought. If the firm 
has not already been sent a resume, one 
should be prepared at this time ^ 

• Prepare themselves to be ready to discuss 
why they want toijworkfor the company. * 

• Plan their personal appearance carefully 
Good grooming, appropriate dress, and care 
in body hygiene are important factors influ- 
encing a prospective employer's reaction to 
an applicant. Applicants should have neat, 
well-groomed hair styles. Men should be 
neatly shaven, and mustaches or beards 
should be neatly trimmed. VVomen who wear 
make-up should make sure that it is appropri- 
ate (or the occasion. Hands and nails should 
be clean. 

, A man in a conservative suit or sport coat and 
tie, or a woman in a well-tailored dress, suit, 

, or pants suit, can usually be sure of being 
dressed appropriately. It is most important to 
consider the job being sought when deter- 
mining how to dress appropriately. Some 
firms do not consider men with facial hair or 

' womefh in pants suits to be appropriately 
groomed 

• Attempt to determine the name of the inter- 
viewer in advance 

In conducting themselves during the interview 
situation, students should consider the following 
points. 

• Arrive about five minutes before the interview. 
Bring along a copy of the resume and/or 
notes on background and experience to 
which to refer durfng th^ interview or in com- 
pleting an ^plication form. 

• Address the interviewer by name, if possible, 
and introduce yourself ih a clear voice, look- 
ing the interviewer in the eye. 

• It is'fetandard etiquette to staad until the inter- 
vie'wer invites you to sit. 

• Aicpid nervous mannensms. Action^ such as 
twisting a ring or fiddling with a button are 
distracting to many people. 

( ^ 
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• BeyQur own bfest natural self Emphasize your 
good points without being phony or overbear- 

^g. 

Respond clearly and expand on answers be- 
b Vond a simple "y^s" or "no " Try to avoid re- 
peating useless phrases such as "um," "you 
know," or "the thing is." 

• 6e prepared to discuss the responses you 
madeon your application form, and toexplain 
some responses more fully 

• Don't eat candy, chew gum, or smoke during 
the interview. 

• Don't prolong the interview Be alert to signs 
that the interview has run its course (e g , the 
interviewer rising from his or her chair or 
thanking you for coming in) At that point, 
thankyourmterviewer for the time spent, and 
make your exit. 

- Following *the interview, the applicant should 
write a follow-up letter thanking the firm for the 
consideration shown, and indicating that heor she 
islooking forward to hearing from the firm regard- 
ing the final decision made Another task to be 
completed after the'interview is to prepare a sheet 
indicating the date of ^e interview, the name of the 
interviewer, and v^hattiappened during the inter- 
view (job description given, wages mentioned, 
facts about the firm, etc.) Such a sheet istielpful in 
further contacts the applicant may have with the 





There are a number of excellent techniques for 
helping students practice and prepare for inter- 
view situations Certainly, providing them with ref- 
erences on the topic and conducting discussions 
on the subject are useful techniques for introduc- 
ing students to the need for, and importance of, a 
successful interview J^e school library, audio- 
visual center, or guidance office usually has mate- 
rials covering this information. > 

By showing students films or vidfeotap'es which 
demonstrate good and poor interview techniques, 
they can get a clearer idea of how to approach an 
interview. Students can be aske(l to rritfque a film 



showing an interview, or such a film or videotape 
can be used as the basis of a class discussion 

Role-playing is another especially effective way 
to give students practice m participating in an 
interview. Students can take turns playing the role 
of the applicant while you, the guidance counselor, 
oranotherstudentwith ascriptplaysthe roleof the 
interviewer If possible, these role-plays should be 
videotaped so students can view and critique them 
later 

Case study problems c^n also be useful in help- 
ing familiarize students with a wide range of inter- 
view Situations. For example, students could be 
given descriptions of how other students behaved 
in interview situations, and be asked to critique 
that behavior What did each student do wrong. 



and what should each have done instead'^ Or. stu- 
dents could be giveh an open-ended case study in 
which part of an interview is described, ending 
with a problem situation. The stude/its then need 
to tell how they would respond or handle the prob- 
temiraised By dealing with these case study situa- 
tions, studfents get practice in handling interview 
situations competently ^ 

Resource persorts such as guidance personnel, 
a school placement/" coordinator, former gradu- 
ates, persons from business and industry in 
charge of hiring, or employment agency personnel 
can assist by speaking to your students on the 
ch^acteristics or qualities am interviewer looks for 
m an applicant, or on their interview experiences 
Individual field trips to employment agencies can 
provide concrete experiences m interview .tech- 
niquesand may also make subsequent job hunting 
visits easier. 

Letters of Recommendation 

As a vocational teacher, you may be asked to 
write'letters of recommendation for your students 
Because you are in a position to observe students 
closely performing job-related skills, employers 
often want tp know your opinion of how they will 
perform on the job. 



ERIC 



17 



18 



It is important to keep in mind when writing a 
letter of recommendation that the letter should 
reflect your honest opinion of the student's 
abilitiesand attitudes. If you oversell a student with 
limited ability to help him or her get a job, that 
employer may have less respect for you as a 
teacher and for your vocational program. This can 
hurt the chances of other students fronn your'pro- 
grann who apply for employment at that company. 

In your letter of reconnmendation, you should 
provide the prospective employer with the follow- 
ing information about the student. 

• personal characteristics such as punctuality, 
attitudes, reliability, appearance, etc 

• commitment to his or her vocation as evi- 
denced by activities the student has partici- 
pated in which added to his or her vocational 
developTnent 

• future potential you feel student has for im- 
provement in the field 

• work experience the student has had in the 
field that you know of, such as through a 
cooperative program 

• special training the student may have had or 
special abilities he or she may have 

• strengths and weaknesses the student has, 
listing these gives the prospective employer a 
more realistic picture of the student 



Before you write the letter of recommendation, it 
IS a good idea to review your records on the stu-. 
dent, grades, anecdotal records, a studeijt au- 
tobiography, sannple work, etc. This will help you 
prepare a let- 
ter which 
presents an 
accurate and 
complete 
picture of the 
student's 
past perfor- 
mance. The 
letter -should 
be well or- 
ganized, 
typed if pos- 
sible, neat, 
and error 

free (use ' ^ 
your school's stationery if possrble), and a copy of 
the letter should be retained in your files for future 
reference. An example of an acceptable letter of 
recommendation is provided in Sample 3. 

If you honestly feel that you cannot write a favor- 
able letter of recommendation for a student, you 
should tell the student this. It is only fair to explain 
why. and to suggest that perhaps the student 
might like to select someone ^Ise, 
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The following items check your comprehension of tfie material m the 
information sheet. Assisting Students in Applying^^for Employment or 
Further Educat*n, pp. 6-19 Each of the six ttems requires a short essay- 
type response Please explain fully, but briefly, ^nd rpake sur^you respond 
to all parts of each item. 



SELF-CHECK 

1 . Why IS It your responsibility as a vocational teacher to ensure that students develop skills in applying 
for employment or further education'^ * Y . - 



2. If a student has completed an application form for a company, should he or she still prepare and bring 
a resume to the interview'? Why or why nof^ 



V 




3. Application forms are fairly simple to complete. What helpfuUafTts can you give students which wil 
ensure that they complete them accurately when the occasioq§nses? 

- • ■ ■ ■ I • 



'1 



4. Why IS it necessary for applicants to send letters of application along with their resumes or applica- 
tipn forms when they initially contact prosfpective employers? ' 



r 
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5. Why are you m an ideal position to prepare letters of recommendations which are helpful to 

prospective employers in making hiring <jecisions? " / 



6. Why is the personal interview probably the most important step in getting a job? 
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Compare your written responses on the Self-Check with the Model An- 
swers given below Yourfresponses need not exactly duplicate the model 
responses, however, you should have covered the same major promts 



MODEL ANSWERS 

1. If your objective as? a vocational teacher is tc3 
prepare students for a vocation, then it follows 
that you woulc( wish to tram the students in all of 
the skills necessary to gam eotry into thatvoca- 

* tion. This means more than just technical skills 
For students to secure, worthwhile positions in 
the vocations for which they were trained, it is 
essential that they be skilled in completing the 
application requirements ^ch will gam them 
access to the positions or further education 
they desire 

2. ^hen students apply for employment, they will 
not always be required to submit a resurfie, but 
It is almost always a good idea to do so anyway 
The application form calls for brief answers to 
questions of the ehiployer^ choosing With the 
resume.^ students have an opportunity to are- 
sent their cases to the employers — to submit 
evidence of their unique qualifications for the 
job. In addition, the preparation of a*neat, clear 
re^me indicates to the employer that Ihe stu- 
dent is interested and motivated since ]ne or she 
has taken the time to prepare and organi^g this 
information in advance 

3- You can, of course, help students first and 
foremost by giving th^m sample forms, and by 
discussing and explaining tl^e, questions on 
th6se forms' In addition, however, there are two 
'helpful hints students should know One is that 

* they can save themselves time and help ensure 
accuracy and neatness in filling out the form by 
preparing a sheet of all personal mformation 
(nanjas, facts, and dates) in advance This sheej 
can then be referred to as the form is com- 
pleted. 

SeconS^ly, students should be made aware of 
the importance of reading directions Items 
-^which seem confusing caf( usually be easily 
understood if the student will simply read all 
directions'. Furthermore, many employers 'or 



admissions officers will use the way an appli- 
cant completes this form as art i ndieator of how 
well he or she can follow dir^tions in general 

One reason for sending the letter of application 
IS that Its just proper business procedure to 
senda cover-type letter explaining the purpose 
of the correspondence* when sending some- 
thing through the mail In addition, the letter of 
application is just one moce device students 
have for introducing themselves to employers 
or admissions officers, presenting their quali- 
fications, and showing" themselves to be thor- 
ough and organized 
*-«•. 

As a vacational teacher, you are in an ideal 
position to recommend students for several 
reasons. First, you work closely with students 
and are aware of the knowledge, skills, and 
attitude^ each possesses Second, by the very 
nature of your training, yo^ have acompr^en- 
stve knowledge of the skills which are needed 
to perform successfully in a particular vonca- 
tional area Therefore, you^should be uniquely 
qualified to tell a prospective employer of edu- 
cational institution how well a given student 
can perform m the position b^ng sought. 

The interview is probably the most important^ 
step in getting a.job because the applicant has 
the opportunity to expand on written answers 
and give the interviewer a more accurate, and 
personal, picture of what he oV she tea^o offtf. 
In the case of a high school senior wUh limited 
work experience and averagetjrades, this is the 
ideal opportunity to prove to an employer — by 
being _polite, poised, articulate, and knowl- 
edgeable — that he or she is a good candidate 
for the position. This is also the timejA/hen the 
applicant can ask questions about the company 
and get answers which will help the applicant 
decide if he or she wishes to accept the position 
if offered . . t 

1 



LEVEL OF PERFORMANCE: YoUr completed Self-Check should have Covered the same major points as 
^the'modeTresponses If you missed some points or have questions about any additional points you 
-'made, review the material m the information^3heet. Assisting Students in Applying for Employment or 

Further Education, pp. 6-19, or check with your resource person if necessary - , . 
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Learning Experience II 



OVERVIEW 




^l^vj/f^ J^A^pj^^^^^ reoiirtg a R^umili ?p< 29, Utter^of ApplfcatI6o> aCfr'and ' 

■'WfJ^p^f^0' ^ttijwpMiKf: Employment Applfcatlon formrPP-&l-*3dtW)m by Jhe 




ERIC 



28 



27 



You will be using the information contained in the following Summary of 
Personal Data as a guide throughout the activities in this learning experi- 
ence. It will introduce you to the hypothetical student, James Miller, and 
was compiled from his cumulative record, discussions with his teachers, 
and records in the guidance office. Re^jl the data to get the information 
you need to complete the remainder of this learning experience. 



SUMMARY OF PERSONAL DATA 



Student: 
Address: 

Telephone: 

Date of Birth: . 

Place of Birth: 

Parents: 

Siblings: 

Health: 

Education: 

Absence: 

Tardiness: 

Graduation Date: 

Subjects: 



Grade Average: 
Student Activities: 

Special Skills: 
Work Experience: 

/ 



Height: 5' 10' 
Weight: 140 lbs. 



James Miller 

Rural Route 4 
Jaspar, Iowa 60144 

(515) 488-6915 

July 11, 1959 

Mayville, Iowa 

Edward (stepfathet) and May Lange 
Two married sister^ 

Good — all required immunizations complete 
Jaspar Vocational High School 
10 days in four years 
None 

June 13, 1977 

English — 4 years 
Science— 2 years 
Mathematics— 2 years ^ 
History— 2 years 
Typing — 1 year ^ 
Vocational Agnculture — 4 years 

B " ^ ' ■ 

Band (percussion instruments). 
Future Farmers of America (treasurer of local chapter) 
' Advertising manager for yearbook 

Excels in mathematics 

Occupational Experience Program related to school program (Vocational Ag- 
riculture). Has responsibility for 30 acres jof hybrid corn on stepfather's 200-acre ^ 
farm. Helps stepfather keep books on financial matters of farm. 



Teachers report no discipline problems Class performance very satisfactory. Gets along well with.peers. 
. Appears td have good relationship with mother and stepfather. 

"Test Scores: Hanmon-Nelson, 8th grade, tQ— 122 



Career Goals: 



Agriculture and Business 
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The Resume below, the Letter of Application, p. 30, and the Application * 
Form, pp. 31-33. were completed by James Miller, a student who is in the 
process of seeking employment. A transcript of an Employment Interview, 
p. 34, at the 4a§par National Bank documents h\s most recent interview 
Read through^all four of these items, first to get an overview, and then to 
critique each item individually in writing. In'each critique, indicate (1) how 
well James performed overall in completing the task', (2) what specific 
errors he made, and (3) how those errors could be remedied. , • 



RESUME 

Name: James Miller 
Address: Rural Route 4 

Jaspar, Iowa 601^4 
Telephone: (51 5-488-691 5) 
Personal: Born: July 11, 1959 
Height: 5' 10" ' 
Weight: 140 lbs. . 
Education: Jaspar Vocational High School 
Graduation date: June 13, 1977 
Subjects studied English 
Scrence 
Matematics 
History 
ping 

Vocational 
agriculture 




Health Good - No physical defects 



4 years 
2 years 
2 years 
2 years 
1 year ^ 

4 years 



Grade Average: B Attendance Good ' , 
St^^ident Activities- Band (perQussjQn instruments) - 

^ ' Future F^j^ers^of America (treasurer of local chapter) 

Advertising rnfflSfger for yearbook. 
^pectafS^tirs: ' Go^od i h malH/'/ * 



Work Experience. Occupationaf^perience Program related to school program (Vocational Agricul- 
ture). Have sole/esponsibility for 30 acres of hybrid corn on stepfather's 200 acre farm Help stepfather 
keep books on financial matters of .farm 

Career Goals. Immediate - Wpuid like Employment in the field of business which will use my 
knowledge of agirculture. ^ * , v 

Long Range-managerial Oj consulting work combining my interests in agriculture and business 

References: * ^ t 

The Reverend John Day MinistHr of United Methodist Church 
70 W. Erie Street 
Jaspar, Iowa 60144 
Telephone 482 - 5076 

• * 

Mr. Roger Bell-Vooational AGriculture Teacher 
' 1492 Columbus Street ' ' ^ ' 

Jaspar, Iowa 60144 

Mr. Joshua Tuller - Famtly-^ffend 

Rural Route # 4 . ^ 

Jaspar, Iowa 60144 
^ Telephone 488 -3010 
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JASPAR NATIONAL BANK EMPLOYMENT APPLICATION 

i 

Using a ballpoint pen; fill out completely Please print 



NAME (Last) 

J^lkr^ 

PRESENT ADDRESS 



(First) 
(Number) 



PERMANENT ADDRESS (Number) 



(Middle) 
(Strem) ^ 
(Street) 



(Maidep) 

(City) 

(City) 



SOCIAL SECURITY NUMBER 



;2 7f' 



(State) 
(State) 



(Zip Code) 
(Zip Code) 



Years 

/O 

Years 



LAST 



;tp 



REVIOUS ADDRESS 



HOME TELEPHONE 
DATE OF BIRTH ' ^ 

7- II 'Jl ^ 

MARITAL STATUS 
0 Single 



(Number) 
BLf^N 



(Street) 



NO OF DEPENDENTS 
/ 

Ij Married 



NESS TELEPHONE 
Delude self 



■^'^'^ ' ^ HEIGHT 

NO OF CHILDREN 

^6nc ' 



(City) 



WEIGHT 



(State) 



AGES 



(Zip Code) 
7 

AGE 

12^ 



SPOUSE'S NAME 



\ Divorced Widowed 
^ SPOUSE S EMPLOYER 



"] Separated 



SPOUSE'S ADDRESS (Number) 



(Street) 



(City) 



(Statf ) y 



(Zip Code) 



NOTIFY IN CASE OF EMERGENCY 
WHOM W^RE YOU REF^ERRED 



□ Newspaper Ad 
NAMES OF RTUTIVES WORKING FOR THIS BANK 



ADDRESS WlATIONSHIP TO YOU TELEPHONE 

Employee " . / ^ 

Private Agency (NaAie) ^ State Employment Service 



_ Own Accord 



X nthpr y^/w/^/?/gV 



(Relation) 



(Department) 



YES 



NO 



1^ Are youacitizenof the United States'? (If by Naturalization you must present Naturalization papers on request) 
2^ Are you a legal resident of this State h» 
3, Have you ever been employed by this bank'' 

4 Do you have any physical handicaps or limitations which might interfere with or be aggravated by your work 
5. Have you h^d any serious illnesses, operations or nervous disorders'^ 

6 Have you ever been dismissed from a position for delinquency, misconduct, or disgraceful conduct'? 

7 Are you now 6r have you ever'been addicted to the use of habit forming drugs or intoxicating liquor'? 

8 Have you ever been arrested, charged, orconvictedof a felony Of misdemeanor (except minor traffic vfolations) 
by any law enforcement agency including local, state, federal, or military'' 

BUSINESS OR CIVIC GROUPSTTO WHICH YOU BELONG 

f f/9 _ 

HAVE YOJ EVER'BEEN BONDED'? , 



X 
X 



WHAT /?RE YOUR HOBBIES & FAVORITE FORMS OF RECREATI(?N 
LlCa5SES^0R CERTIFICATES YOU POSSESS^ (/ 



^ a Drivers - : Chauffers 

" DO 'fOU OWN AN AUTOMOBiCE'? 
[:Yes 8 No 

CAN YOLrtAKE"DlOrATlON Z Yes 
Method ^ __, 



YES X NO 
YES X NO 



XNo 



WPM'?. 



" Other HAVE YOU EVER BEEN REFUSED BOND'? 

j4 * CAN YOU TYPE'? ^ 
5CYes :No Manual Electric WPM'' 

OFFICE MACHINES YOU OF^RATE 
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WORK PREFERENCE 



LIST POSITIONS YOU WOULD CONSIDER 



TYPE OF APPOINTMENT DESIRED ^ 

□ Permanent CJ Temporary 



SPECIAL SKILLS OR ABILITIES 



HFull-Time □ Parl-Time 



SAURY RANGE DESIREC 

. Aid: ^KJIC- 

DATE AVAIUBLE 



WORK EXPERIENCE 



List previous employment beginning with thetnoBt recent. If uneroployed, state "unemployed" and give 
date's. 



EMPLOYER 



EMPLOYER'S ADDRESS 



POSITION HELD 
FROM MO/YR 



EMPLOYER - 
EMPLOYER S ADDRESS 



FROM MO /YR 



TO MO/YR 

5f/// . 



SALARY 



CD'c AnnDCcc ^ 



TYPE OF EMPLOYMENT 

□ Full-T^me 

□ Summer 
SI Part-Time 

□ Temp 



, sijpSvisqr s name 



TO MO YR 



SALARY 



REASON FOR LEAVING 

TYPE OF EMPLOYMENT 

□ Full;Ttme . 

□ Summer 

□ Part-Time 

□ Temp 



LIST YOUR JOB RESPONSIBILITIES 
Father's ^/>^'^cr<^ f^/^M 



LIST YOUR JOB RESPONSIBILITIES" 



POSITION HELD 
FROM MO /YR 



SUPERVISOR S NAME 



TO MO.YR 



SALARY 



EMPLOYER 

EMPLOYER S ADDRESS 



REASON FOR LEAVING 

TYPE OF EMPLOYME'nT' 

□ Full-Time 

□ Summer 

□ Part-Time 

□ Temp 



POSITION HELD 
FROM MOyYR 

Employer 



SUPERVISOR S NAME 



TO MO YR 



SALARY 



:mployer'S address 



POSITION HELD 



REASON FOR LEAVING 

TYPE OF E"MPLOYMENT 

□ Full-Time 

□ Summer 

□ Part-Time 

□ Temp 



SUPERVISOR S NAME 



REASON FOR LEAVING 



LIST YOUR JOB RESPONSIBILITIES 



LIST YOUR JOB RESPONSIBILITIES 



REQUEST ADDITIONAL SHEETS IF NEEDED 

MILITARY SERVICE 



FROM 
MO YR 



TO 
MO YR. 



SERVICE OR BRANCH/ ACTIVITY 



HIGHEST 
RANK 




SPECIALIZED DUTIES OR TRAI^^jNG 



Type of discharge or separation 

^re you a-member of ROTC^ 



Present draft classification . 



National Guard 



Do you have a duty commitmenf^ 



How long'? 
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EDUCATION 



Circle last year of school completed 1 234567891011 12 
College 1 2 3 4 6 6 7 8 Technical 1 2 3' 4 



Name & Address of School' 



High 
School 



College 
or Uni", 
versity 



Graduate 
School 



Business 
School 



Other 



From 
Mo Yr 


To 
Mo Yr 


Degree 
& Date" • 


wj^^a)Or . 
V Subject 


Minor 
Subjects 




Shll 


U/ // 


^ ^ ^> ^ 















Grade 
Average 



5 



Are you-planmng to further your education'? YES'^ H0^{\ so, when'? llijL^J^^ll±i^^JX:L^l^fjt±.ti^ 

PERSONAL REFERENCES 



List two unrelated persons who are acquainted ^ith you. do not Itst former employers 
. (Need not be local people) 



City & State • 



Name 



Address 

ADDITIONAL INFORMATION 



70 V ^nc S.^ 



Yrs Known 



Telephone 



(Use this space to answer questions from first page or^r additional comments ) 



if 



REQUEST ADDITIONAL SHEETS IF NEEDED 



I understand that it is customary for organizations to investigate information in employment applications 
and that any misrepresentation on thisj orm can be grounds for withdrawal of any offer or termination of 
employment with the ehnployer. , 

I hereby authonze investigation of all matters relative to employment by the Jaspar National Bank I 
understand that my employment is sutaect to receipt of acceptable references 

Date 4^iZ4^-Zf^ Signature j %r . ;^ - 7?fjL 
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EMPLOYMEr^T INTERVIEW 

The date is May 10, 1977, the time is 10.30 a.m., and 
the place is the office of Mr. Paul Jefferson, vice- 
president of the Jaspar National Bank. Jim Miller 
, arrives, and the secretary shows him into Mr, Jef- 
ferson's office. 

Mr Jefferson: 

Good morning, young man Please have a seat 

Jim speaks as he sits, 
Jim: 

Good morning, sir. I'm James Miller. I've come to 
talk about a possible iQfe.in_y,ouj:_bank._ ^ 

Mr: Jefferson: 

Well, it's hardly my bank, Jim. tonly work here, 
let me see. 

He glances at Jim's resume which is lying on his 
desk. 

You will soon be graduating Are you glad to be 
getting out of school? . 

I^9t really. I've always liked school, but I'm sorta 
glad to be thinking about a job, too. I think it will 
be good to be on my own./l guess I'll go on living 
with my folks, though. I really like the farm. 

Mr. Jefferson: 

If you feel that way about the farm, why are you 
interested in getting away from agriculture? We 
always need good farmers. 

JifTi: 

I don't feel that I'd be getting anything out of 
agriculture at tfiis time in my life. I'd like to use 
some of what I've learned in agriculture as it 
applies to business. There's a lot of busing 
skills involved in running a farm so that it refeilly 
produces and makes money I guess I feel thaUf I 
finally decide I want to \^come a farmec^iome 
good business experience might come in twidy. 

Mr Jefferson: 

What made you deci^e^u'd like totry banking? 

Jim: 

Well, I've always liked working with figures and 
I've never had a grade lower than an A in math. 
I've, really liked keeping my dad's accounts 
straight. I even keep his checking account here 
balanced. We have a book at school called The 
Encyclopedia of Careers that ^Iks about how 
banks in small communities are hiring people 
jW\\H an agriculture background to deal with 
farrp customers. 



Mr. Jefferson: 

Working with bank customers means that yoy 
must be able to get along ^iip people Do you 
feel that would present any problems, Jim? 

Jim: 

No sir, > don't. I like being around people and I 
don't seem to have any trouble getting along 
with tliem. I like the kids in my class, and I've 
always gptten along allJiight with my teachers. 
I've never'jiad trouble talking with people when I 
sell my dorn or when I buy my. seeds and fer- 
tilizer. I'm in several schooj HCttvities,' and I'm 
active in our church youth group 

Mr. Jefferson: 

WhatxJo you know about jobs in banking? 

Jim: ' ~ : 

Well, I don't know much about what different 
people do^^d I know f'd have a lot to learn. r>^e 
been reading all I could find about ban'king in the 
books in our library and guidance office so I 
know in general what goes on in a bank. 

Mr Jefferson: 

We start our trainees at $85.00 a week. You may 
be already making that much with your corn 
jcrop, and you're not working full:time. 

JIfn: 

. ,At this point, I'm more interested in getting some 
experience than in how much I'd make. After I've 
worked awhile, I may^want toenroll at Jowa State 
/ and combine a program of business^nd agricul- 
ture. 

Mr/Jefferson: 

That raises an interesting point. Jim it costs us 
money to tram our employees and we need to 
figure on at least two years' employment to make 
it worthwhile, 

Jim: 

I'd pls^ to be here for at least that long I'm just 
not ready tD go on for more education right now. 

/WrV^^/^es. 

Mr. Jeffersbii: 

^It's been nice talking with you. We have two or 
three other applicants to consider and will make 
our decision ina week or two. We will be in touch 
with you then. 

Jim also rises. 

Jim: 

That will be fine. I would certainly like to be 
considered. Thank you very much for your time. 
Goodbye, Mr. Jefferson. 

Tfiey shake hands, and Jim leaves^ 
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Assume that James Miller has asked you to writealelter of recommenda- 
tion for him. You are onje of his teachers at Jaspar Vocatfenal School, 2625 
Herron Road, Jaspar, Iowa 60144. Your phone number is 462-8974. James 
is applying for a positiorj as a trainee teller at tH.e Jaspar National Bank, 41 3 
26th Street, Jaspar, Iowa 60144 The perspn to whom you 2(re to direct your 
letter is Mr. Paul Jeffdrspn, the vice-president of the ban*^. Using the 
information you have been given thus far in this learning experience about 
James Miller, write a fetter of recommendation for him 



Compare your completed written critiques and your letter of recommenda- 
tion with>the Model Answers given below 



MODEL ANSWERS 



/ 



R6sijm6: • 

Personal data. — James included all necessary 
personal data. 

Educational background.— A person lust graduat- 
ing from high school should include more th^n 
just high school attended The junior high at- 
tended^ould also be included In addition, dates 
attended" stiould be given, not Jost graduatibn 
date. Saying "attendance good" is not sufficient. 
What does "good" mean? A more exact atten- 
dance record should have been given. Finally* 
more information could have been given concern- 
ing tne subjects he took For example, did he take 
College English or Business English; Algebra apd 
Geometry or Business Math? What was his major; 
was irVocational Agriculture'? 

School activities.— James" mentions th^ree ac- 
tivities and his role iaeach, but fails to mention 
jSow Jong he was involved in each. For example, it 
Wq^cI have been helpful to know how many years 
he has been involved in FFA, and how long he hras 
been its treasurer 

Special skills. — He mentions that he is "good in 
math,'; but again this statement needs clarifica- 
tior> Is he.good in basi^^d biiginessmath or does 
he excel in algebra, geometry, and calculus? 

Work experience'— One assumes that his farm 
expenence was part of the Occupational Experi- 
enee Program. However, the way he expresses 
that, these could have been two separate experi- 
ences. Furthermore, he should have indicated how 
long he has been involved in these activities Did 
he, for instance, work, for his stepfather prior -to 
enrolling in the Occupational Experience Pro- 
gram? 



Career goals.— James covers his immediate and 
long-range goals briefly. He could have expanded 
on his brief statements a bit more 

Personal references.— James' references are 
adequate. He'supplies three names and indicates 
what their titles are aUd where they can be con- 
tacted. He did neglect to include Mr Bell's tele- 
phone number, however, and he could thave in- 
cluded his stepfather as a referencasmce his step- 
father is his only epiployer. 

Overall. — One area that James neglected is 
"Other Qualifications." He has not prpvided any 
information about hobbies or special interests he 
has or special Honors he may have earned 

In addition, there are a number of typographical 
errors or misspellings: (j) the Parentheses on his 
telephone number shotDld be around only the area 
code; (2) the word "matematics" is misspelled; (3) 
the course title "Vocational agriculture" should 
read "Vocational Agriculture;" and (4) the words 
"agirculture" and "AGriculture" are incorrectly 
written. 

The format of Jim's r^sum^is not as well designed 
as It could or should be. For example, he is not 
consistent in handling the left-hand margin, capi- 
talization within major headings, punctuafion 
within the referen^t^s he gives, or his spacjng be- 
tween words. Jim should get help from his teacher 
in formatting hts resume or locate a good refer- 
ence book on resume styles^ 

Overall, although the content is basically there, 
James could have provided more descriptive in- 
formation inseveral -places, and his formatting is 
much in need of improvement. 
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The Letter. of Appjlcatlon: 

Rrst, the form of the letter Is faulty. (1) the date 
should be preceded by James' return address. (2) 
the name and address of the bank should be lined 
up evenly; and (3) the information in the postscript 
should be included within the body of the letter 
Postscripts are not appropriate for the presenta- 
tion of large quantities of key information. James' 
references should be presented within the body of 
the letter, or in an attached copy of his resume. 

Second, there is no definite sequence for the de- 
velopment of the letter He presents too much in- 
formation in too random an ordqr. He speaks ot 



having A'S in mith dnd then says. ;1 like agricul- 
ture." There is no "transition between these 
thoughts. In addition, he?^cioes not clarify why the 
information is being pr^'$6nted He should have 
clearly stated the letter's purpose at the outset and 
then specifically described t|1§ reason for Jils 
interest, and his qualificatioilj: frames evidently 
did not outline his main pomis m advance As a 
result, although he manages forgive most of the 
needed information, it is in such a disjointed form 
that it IS confusing. James' letter should have 
closely resembled the letter shown in Sample 4 
* which follows. 
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The Application Form: 

Directions.— James did not follow directions 
completely. The directions specify that the re- 
sponses should be printed, yet m three instances 
James wrote his responses in scnpt Al^o, under 
"Present Address," he did not place the street ad- 
dress and the city's name in the proper places as 
specified. 

Thoroughness.— One is supposed to place a dash 
(or Hi A) in any box or slot which is not applicable 
to one's own situation This shows that the appli- 
cant did not merely overlook that item In a number 
of cases, James did not do this (e g . "Business 
Telephone"). He also put a question mark by the 
"Zip Code" for his "Last Previous Address" He 
should have arranged to' have this information 
available. ' ' 

Neatness.— For thfe most part, the questionnaire 
is neat. However, he did not space the information 
under "Notify in Case of Emergency" very well In 
addition, under "Date Available," he made an error 
.in the date and wrote over it, and he crossed out 
and rewrote the name of one of his refereaces 

Detail.— James, did prcjVide enough information 
on each item to give the employer an accurate 
picture of his employment interests and his 
capabilities. ''^ 

Overaii. — James did a decent job, but since the 
position of bank teller involves 'precision and at- 
tention to detail, his little errors and omissions on 
the application- form may weigji heavily on the 
decision the bank makes concerning his potential 
as an employee. 

The Employment Interview: 

Strengths.— Although we do not know how James 
was groomed or whether his conduct was free of 
nervous mannerisms, from what we do know. 
James handled the interview very well. He started 
off by clearly introducing himself and stating his 
purpose in being there. It would have been prefer- 
able for him to address Mr. Jefferson by name; 
however, it is unlikely that Mr Jefferson would 
object to being politely addressed as "sir." 

James allowed Mr. Jeffersoi;) to lead the interview, 
but he held up his end well. He never answered ' 
simply "yes" or "no." He responded to each ques- 
tion clearly a^d thoroughly, giving ample evidence 
to support' each response He adequately-sup- 
ported his interest in the job. He explained his 
qualifications well without sounding arrogant. 



r 

He showed he had prepg/ed for the bank interview 
by mentioning the Encyclopedia of Careers He 
seemed to be presenting his natural best self and 
avoided saying "um" or "0 K " when speaking 

When Mr. Jefferson rose and made concluding 
remarks, James responded immediately, politely 
thanked him, and left promptly. 

Weaknesses. — There are two weaknesses in the 
interview. Jamies got a little sloppy when he said 
Tm sorta glad." However, in general, he ex- 
pressed himself well. Perhaps a more critical 
weakness is that James did not ask any questions 
about the bank itself, its policies and benefits, tlje 
duties required of a teller, or the training program 
provided. He admitted that he doesn't know much 
about what different people in a bank do, yet he 
doesn't ask what his role would be. 

He- may know about banking in general from 
books, but he should have asked some prepared 
questions about this bank ywpartiptrtai: He has 
been told his starting sala^Bu^^ne stiindoesn't 
know how long he would te expected toA/vork at 
that salary, or what chances there are for ad- 
vancement, or whether the employee benefits in- 
clude health insurance or life insurance 

Overall.-^ames did an excellent job in respond- 
ing to Mr Jefferson's questions, but he did not do 
an adequate job in using the interview to get the 
information he needs to make a wise decision if he 
IS offered the position 

The Letter of Recommendation: 

Your letter of recommendation should— 

• be well organized 

• be neatly written or typed 
« be free from^errors 

• contain information about the student's per- 
sonal qualities and achievements ^ 

• contain information about th^ student's edu- 
cational achievements 

• stress the studeqj's special training and 
abilities ♦ 

• discuss the student's work experience 

• identify any pertinent strengths and weak- 
nesses the student possesses 

• appraise the student's potential for the job 

Sample 5 which follows shows a model of such a 
letter. 
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SAMPLE 5 



|M|toEeo^)^DArit)N 




laspor Vocqtioncd School * 
2625 fierron Rodd ^ " 
Jaspdr, Iowa 60l44 
May 1, 1977 - 



f:^:■<^t^^lii^^3{^6tli^St^eet''■- 
^^^^"^^^'"^^^i': ^^SDeor Mr, Jefferson: 



'IP- 



i am happy to recommend to ydu onl& of our senior^ in vocational^ 



€^ - / 'ad^^ctlhem'atic^,Hefeelstliirthewouldl{^ 



■f':^ :^ '/ ^dgricultureJanwsMiUer.whbJsinterestedinbecominga^^ 

* business, and believds that bqnkin^xpertence might provide the opportunity 

•^-li^^^SW is sdelrfng since this is jct^farming^community and the bank plays an 

^^I^^f^^^r ■ Jimios had a successful Occupational Experience Program related to^ 
i^M^^^ ^vhid Vocational training by^oking sole reponslbillty for '30 acres ofhis family's 



iSllt^M , > ' *'#^ipi^^©^n an active and productive member of our4ocal chapter of 
f ^l^i!^^^^^^^^ of America, and this year has served competently as its ' 

^^f);^^^^^^^ fs well liked by.bpth teachers afid classmates. 

"^b^lSC?'^ IbeHev^ihatJim;wouldfltveiyweUintDyourorgarilzationasato^ 

' . .vA^r-' , . , - n, and 

m. 



mian, hascdwoysshown a willin< 
Ji^c^^^ to^thrive^ii responsibility, It^s a pleasure for me t< 




me to recommenc 



•V If you orejn need gf further information, please feel free to call me at 
" , . Sincerely yoUrs,^ 




Roger Bell, Instructor . * 
"^"^ Vocational Agriculture 
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LEVEL OF PERFORMANCE: Your completed critiques and letter of recommendation should have 
covered the same major poi nts as the model responses If you missed some points or have questions 
about additional points you made, review the information sheet, Assisting Students in Applying for 
Employment or Further Education, pp 6-19. revise any errors in your letter of recommendation, or 
check with your resource person if necessary 



40 41 



Learning Experience III 



OVERVIEW 





/ 
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Assume that you have a class of 15 vocational students enrolled in a course 
in your service area. These students are graduating seniors and, although 
some have part-time jobs already, you discover.that they have never had 
any formal preparation in applying for employment or further education. In 
order to prepare these students in these skills, plan a unit of instruction 
designed to develop students' competency in applying for employment or 
further education, including — 

• preparing a resume 

• filling out an application form 

• writing a letter of application 

• interviewing* for a job or admission to a school or university 




You may wish to,have your resource person review the adequacy of your 
.plan. He/she could use the Teacher Performance Assessment Form in 
MocUile B-3, Develop a Unit of Instruction, as a guide. 




After you have developed your unit plan, use the Planning Checklist, pp. 
45-46, to evaluate your work. 
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PLANNING CHECKLIST 

r ^ 

9 

Directions: Place an X* in the NO, PARTIAL, or FULL box io indicate that 

each of the following performance componerUs was hot accomplished, 

partially accomplished, or fully accomplishecMf, because of special cir- ^ate 

cumstances, a performance component was not af^plicable, or impossible • 

to execute, place an X in the N/A bOX.> Resource Person 



LEVEL OF PERFORMANCE 




The Resume ( 

1 

\ 5 

1. The teacher's plan included activiti^ desighed to provide students .^^^ .j^., 
with the necessary background knov^fedg^ concerning rm^. 

a. the purposes and uses of a resume 

b. acceptable formats for resumes' \. . 

c. " what information to include in a resume . . 

* d. the quality standards governing the preparation of a resume • • 

2. The teacher'^s plan included activities designed to provide students 
with: 

a. practice in prep^ng a 



a resume 
on their peiiorma 



b. appropriate feedback on their per^rmance 
The Application Form 

3. f he teacher's plan included activities designed to provide students 
With the necessary background knowledge concerning. 
\a. the purposes and uses of an application form 

b. the meaning of th^ items on the form . _ 

c. what information to include on an application form^ 

d. the i/nportance of following directions 

e. the quality standards governing the preparation of an application 
form 

f. the need for getting prior permission for listing someone as a 
reference * 



4, Th&'teacher's plan*included activities designed to provide students 
with: ^ 

a. practice in completing a variety of application forms . 

b. appropriate feedback on their performance 

D?r> 45 46 





ft* 


□ 


□ □ 


□■ 


□ □ 
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□ □ 


□ 


□ □ 
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□ □ 
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□ □ 


□ 


□ □ 


□ 


□ □ 


□ 


4 


□ 


□ □ 


□ 


□ □ 


□ 


□ □ 


□ 


□ □ 
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Tire better of Appttoatioh 



^ b. how to set up an interview □ □ □ 

c. how to prepare .for an interview □ □ □ 

d. how to conduct themselves during an interview — □. □ □ 



5. The teacher's plan included activities designed to provide students 

with the necessary background knowledge coHterning i — i i — i. j — i ;|gT] 
a. the purposes and uses of a letter of application I — I I — I I — I jjt^ 



b what information to include in a letter of application .... □ □ □ 

c. the quality standards governing the preparation of a letter of i — i i — i i — i f^S^ 
appliQation , I — \ LJ I — I liMl- 



6. The teacher's plan included Activities designed to provide students ^§.k 

a. practM'in writing a letter of application p □ □ ii 

• 1—1 1—1 1—1 fi^iiiiSi 

b. appfopff^e feedback on their perform-ance .... □ □ □ 



. the^ntenrtew' • ' 

7. The teacher'^ plan included activities designed to provide students • . 

yyiitUtliJl^c^ssary background knowledge concerning- i — i -i — i i — i 

a. thf purposes and uses of the interview I — I I — I I — I 



e. what follow-up activities should be accomplished after Jhe inter- |— j |— j ' j— j 

U The teacher's Rian included activities designed to provide students \ Wv^ii 

with: — — — ^-^'^ ' 



a. practice in preparing fpr, and participating in, interviews 

b. appropriate feedback on their performance — □ □ □ iSI 

LEVEL OF PERFORMANCE: All items must receive FULL, Or N/A responses. If any item receives a NO, or 
PARTIAL response, review the material in the information sheet, Assisting Students in Applying for 
Employment or Further Education, pp. 6-19, revise your plan accordingly, or check with your resource 
person if necessary. * 

« 
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^ Optional 
^ Activity jj^ 



You may wish to develop one or more daily Jesson plans out of your unit 
plan. You could prepare a lesson plan covering how you would introduce 
the unit. You could select one of the skills (e.g., preparing a r6sum6) and 
develop one or more lesson plans designed to help students achieve^ 
competency in that skill. You.couTd plan daily lessons for the first week of ^. 
the unit, for the whole unit. 




You may wish Jo have your resource person review the adequacy of your 
plan(s). He/she could use the Teacher Performance Assessment Form in 
Module B~4, Develop a Lesson Plan, as a guide. 




If you chose to develop one or more Tesson plans from your unit'plan, you 
may wish to present the lesson(s). You can do this by asking a group of 
peers or your resource person to role-play the student(s) to whom you will 
present the lesson. If this is not possible, you may wish to videotape your 
lesson presentation(s) so you can review your own performance. 



m Optional J 
Activity 



You may wish to arrange through your resource person to n\ee\ with a 
vocational teacher who Is* skilled in assisting students in applying for 
employment or further education. You could discuss with this teacher the 
techniques he or she uses to tram students in these skills. You could ask 
such questions as — 

• How do you provide students with the necessary backgrou nd informa- 
tion'? 

> 

• What resources do ydu recommend? 

• Wh^t activities seem to be effective in giving students experience in 
applying these skills? 

w 

In addition, you could share your unit plan with this teacher and ask for 
reactions or suggestions. 
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Learning Experience IV 



FINAL EXPERIENCE 




'For a definition of "actual school situation.' sec the inside back cover 
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TEAPHER PERFORMANCE ASSESSMENT FO^^M 

Assist students in Applying for Employment or Further Education (F-5) 



Name 



Directions: Indicate the level of the teacher's accomplishment by placing 

- an X in the appropriate box under the LEVEL OF PERFORMANCE hfeading. Date 
Jf, because of special cil-cumstances, a performance component was not 
applicable, or impossible to execute, place an X in the N/A box. 



Resource Person 



LEVEL OF PERFORMANCE 



The R^sumd 

1. The teacher ensured that students had the fiecessary 
background knowledge concerning. 

a. "the purposes and uses' of a resume . . 

b. acceptable formats for r6surpes 

c. what information to include in a resume *T 



d. the quality standards governing the preparation of a 
r6sum6 

2. The teacher provided students with practice m preparing 
r6sum6s . ! 

3. The teache[ reviewed students' completed resumes and 
provided them wtth appropriate feedback on their per- 

, formances -.^^Iter- • 

The Application Form ^ 

4; The teacher ensured that students had the necessary 
' background knowledge concerning- 

a. the purposes and uses of an application form 

b. the meaning of the it^ms on the form 



c. what information to include on an applicatio Trfor m 

d. the importance of following directions 



e. the quality standards governing the preparation'of an 
application form 

f . the need for getting prior permission for listing some- 
' one as a reference 



^ 5. The teacher provicJed students vvith p^^cjice in complet- 
ing a variety qf application forms — 





/ 


<e ^ 


r 1 

□ 




□ □ 


□ 


□ 


□ □ 


n 


n 


n n 


n 


n 


-1 1 1 1 


n 

LJ 


n 

LJ 


1 1 1 1 


□ 


□ 


□,□ 


□ 


□ 


□ □ 


□ 


□ 


□ □ 


□ 


□ 


□ □ 


□ 


□ 


□ □ 


□ 


□ 


□ □ 


□ 




□ □ 


□ 


□ 


□ □ 
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6. The teacher reviewed students' completed application 
forms and provided them with appropriate feedback on 
their performances 

The Letter of Application 

7. The teacher ensured that students had the necessary 
background knowledge concerning* % 

a. the purposes and uses of a letter of application 

b. what infornryation to include in a letter of application 

c. the quality standards governing the preparation of a 
letter of application 

* 

8. The teacher provided students with practice in writing a 
letter of applicatiarh ^ 

9. The teacher reviewed students* completed letters of ap- 
plication and provided them with appropriate feedback 
on the1?*pefformances 

TKe Interview 

10. The teacher ensured »that students had the necessary 
background knowledge concerning. 

a. the purposes and uses of an interview 

b. hov\/ to set up an inte'rview ^ , . 

c. how to prepare for an interview 

^d. how to conduct themselves during an interview . 

e. what follow-up activities should be accomplished 
after the interview 

1 1 . The teacher provided students With practice in preparing 
for, and participating in, interviews 



□ 
□ 
□ 
□ 

□ 



/ 

*° «° 



□ □ □ □ 

□ □ □ □ 

□ □■□ □ 

□ □ □ □ 

□ □ □ 

cf □ □ □ 



□ □ □ 

□ □ □ 

□ □ □ 

□ □ □ 

□ □ □ 
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12. The teacher viewed students m interview situatipns and 
provided them with appropriate feedback onlheir per- 
formances 

The Letter of Recommendation 

13. The teacher's letter of recommendation was. 

a. well organized 



□ □. □ □ 



b. neat 

c. error free 

d. grammatically correct 



14. The letter contained adequate inforrhation regarding the 
student's: 

a. persona! qualities and achievements '. . 



□ 
□ 
□ 
□ 

□ 



b. special training and abilities 

c. work experience 

d. strengths and weaknesses 

e:' commitment to his or her vocation 
f. potential 




□ 
□ 
□ 
□ 



□ □ □ 

□ □ □ 

□ □ □ 

□ □ □ 
□ 

□ □ □ 

□ □ □ 

□ □ □ 
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LEVEL OFPERFORMXnCE: All items must receive N/A, GOOD, or EXCELL^T responses. If any itefn 
receives a NONE, POOR, or FAIR response, the teacher and resource person sfro^u Id meet to determine 
what additional activities the teacher needs to complete in order to reach con^etency in the weak 
are#(s). - • 
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ABOUT USING THE CENTER'S PBTE 
MODULES 



Organization 

Each module designed to help you gam competency 
in a particular skill area considered important to teach- 
ing ^^6SS A module is made up of a series of learning 
experfisftces, some providing background information, 
some providing practice experiences, and others com- 
bining these two functions Completing these experi- 
ences should enable you to achieve the terminal objec"- 
tive in the final learning experience The final experience 
in each module alyvays requires you to demonstrate the 
skill in an actual school situation when you are an intern, 
a student teacher, or an inservice teacher > 

Procedures J 

Modules are designed to allow you to tndividu^tze your 
teacher education prog ram You need to take on ly those* 
. modules covering skills which you do not already pos- 
' sess. Similarly, you need not complete any learning ex- 
perience within a module if you already have the skill 
needed to complete it Therefore, before taking any 
, iViodule, you should carefully review (1 ) the Introduction, 
(2) the Objectives listed on p. 4, (3) the Overviews pre- 
ceding each learning experience, and (4) the Final Ex- 
perience. After comparing your present needs an d com- 
petencies with the information you have read in these 
sections, you should be ready to make one of the follow- 
ing decisions: 

• that you do not have the competencies indicated, 
and should complete the entire module 

• that you are competent in one or more of the en- 
abling objectives leading to the final learning ex- 
perience, and thus can omit that (those) learning 

*experience(s) 

• that you are already competent in this area, and 
ready to complete the final learning experience m 
order to "test out" 

• that the module is inappropriate to your needs at 
this time 

When you are ready to take the final learning experience 
and h^ve access to an actual school situation, rftake the 
necessary arrangements with your resource person. If 
you do not complete the final experience successfully.v 
meet with your resource person and arrange (1) to re-* 
peat the experience, or (2) complete (or review) previous 
sections of the module or other related activities 
suggested by your resource person before attempting to 
repeat the final experience 

Options for recycling are also available in each of the 
learning experiences preceding the final experience 
Any time you do not meet the minimum level of perfor- 
maace required to meet an objective, you and your re- 
source person may meet to select activities to help you 
reach competency This could involve (1) completing 
' parts of the module previously skipped, (2) repeating • 
activities; (3) reading supplementary resources or com- 
^ pleting additional activities suggested by the resource 
l^erson; (4) designing your own learning experience; or 
(^) completing some other activity suggested by you or 
your resource person. 



^Terminology 

Actual School Situation . . , refers to a situation in 
which you are actually working with> and responsible 
for, secondary or^ost-secondary vocational students in 
a real school. An intern, a student teacher, or an in- 
service teacher would be functioning in an actual school 
situation. If you do not have access to an actual school 
situation when you are taking the module, you can com- 
plete the module up to the final learning experience. You 
would then do the final learning expedience later, i.e., 
when you have access to an actual school situation. 
' Alternate Activity or Feedback . refers tp an item or 
feedback device which may substitute for required 
itfems which, due to special circumstances, you are un- 
able to complete. 

Occupational Specialty refers to a specific area of 
preparation within a vocational service area (e g , the 
service area Trade and industrial Education includes 
occupational specialties such as autpmobile me- 
chanics, welding, and electricity) 
Optional Activity or Feedback refers to an item 
which IS not required, but which is designed to supple- 
ment and enrich the required items in a learjiing experi- 
ence. 

Resource Person . . . refers to the person in charge of 
• your educational program, the professor, instructor, 
administrator, supervisor, or cooperating, supervising/ 
classroom teacher who is guiding you in taking this 
module 

Student . refers to the person who is enrolled and 
receiving instruction m a secondary or post-secondary 
educational institution 

Vocational Service Area refers to a major vocational 
field agricultural .education, business and office educa- 
tion, distributive education, health occupations educa- 
tion, home economics educationr, industrial arts edu- 
cation, tect^nical education, ortrade and industrfel edu- 
cation. ' ' , 

You or the Teacher . refers to the person who is tak- 
ing the module 

Levels of Performance for F4naT Assessment 

N/A cntenon was not met because it was not 

applicable to the situation. 

None ... No attempt was made to meet the cntenon, 
although it was relevant. 

Poor . . . The teacher is unable to perform this skill or 
-has only very llmttfed ability to perform it 
Fair . . . The teacher is unable to perform this skill in an 
acceptable manner, but has some ability to perform it 
Good . . The teacher is able to perform this skill in an 
effective manner ^ 
Excellent . . The teacher is able to perform this skill in a 
very effective manner 
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Titles of The Center's 

Performance-Basect Teacher Education Mt)dules 



A-1 Prepare for a Community Survey 

A-2 Conduct a Community Survey 

A-a- Report the Ftndings'of a Community Survey 

A~4 Organize an Occupational Advisory Committee 

A-5 Maintain an Occupational Advisory Committee * 

A-6 Develop Program Goals and Objectives 

A-7 Conduct an Occupational Analysis. - ^ 

A-8 Develop a Course of Study . 

A-9 Develop Long-Range Program Plans 

A-10 Conduct a Student Follow-Up Study 

A-11 Evaluate Your Vocational Program 

C«t«gory B: Inttructional Planning 

B-1 Determine Needs and Interests of Students 

B-2 Develop SkJdent Performance Objectives 

B-3 Develop alJnit of Instruction 

B-4 Develop a Lesson Plan 

B-5 Select Student Instructional Materials 

B>6 Prepare Teacher-Mad^ Instructional Matenals 

Category C: Inttructional Execution 

C-1 Direct Field Trips 

C-2 Conduct Group Discussions, Panel Discussions, and 
Symposiums 

C-3 Employ Brainstorming, Buzz Group, and Question Box 

Techniques er 

C-4 Direct Students m Instructing Other. Students 

C-5 Employ Singulation Techniques 

C-6 Guide Student Study 

C-7 Direct Student Laboratory Experience 

C-8 Direct Students m Applying Problem-Solving Techniques 

C-9 Employ the^PrOject Method 

C-10 Introduce a Lesson 

C-11 Summarize a Lesson 

C-12 Employ Oral Questioning Techniques • 

C-13 Employ Reinforcement Techniques 

C-14 Provide Instruction for Slower and More Capable Learners 

C-1S Present an Illustrated Talk 

C-16 Demonstrate a Manipulative Skill 

C-17 Demonstrate a Concept or Principle 

C-18 Individualize instruction 

C-19 Employ the Team Teaching Approach 

C-20 Use Subject Matter Experts to Present Information 

C-21 Prepare Bulletin Boards and Exhibits . ^ 

C-22 Present Information wit^ Models, Real Objects,;and Flannel 
* Boards * ^ * 

C-23 Present Information with Overhead and Opaque Materials 

C-24 Present Information with Filmstnps and Slides 

C-25 Present Information with Films 

C-26 Pre^nt Information with Audio Recordings 

C-27 Present Information with Televised and Videotaped Materials 

C-28 Employ Programmed lnstruct»on 

C-29 Present Information with the Chalkb^d and Flip Chart 

Catogofy D: InttnictloiMl Evaluation 

D-1 Establish Student Performance Criteria 

D-2 ► Assess Student Performance Knowledge 

D-3 Assess Student Performance' Attitudes 

D-4 Assess Student Performance Skills 

0-5 Determine Student (trades 

D-^' Eviiluate Your Instructional Effectiveness 

Catagory E: Inttructional Managament 

E-1 Project Instructional Resource Needs 
E-2 Manage Your Budgeting and Reporting Responsibilities 
E-3 Arrange for Improvement of Your Vocational Facilities 
E-4 MatnUin a Filing System 



E-5 Provide for Student Safety 

E-6 Provide for the First Aid Needs of Students 

E-7 Assist Students m Developing Self-Discipline 

E-8 Organize the Vocational Laboratory 

E-9 Manage the Vocational Laboratory 

Category F: Guidance 

F-1 Gather Student DataiJsing Formal Data-Collection Techniques 

F-2 pathpr Student Data Through Personal Contacts 

F-3 Use Conferences to Help Meet Student Needs 

F-4 Provide Information on Educational and Career Opportunities 

F-5 Assist Students in Applying for Employment or Further Education 

Category School-Community Relations 

G-1 Developa School-Community Relations Plan for Your Vocational 

Program * 
G-2 Give Presentations to Promote Your Vocational Program 
G-3 Develop Brochures to Promote Your Vocational Program 
G-4 Prepare Displays to Promote Your Vocational Program 
G-5 Prepare News Releasesand Articles Concerning Your Vocational 

Program 

G-6 Arrange for Television and Radio PresentationsConcerning Your 

Vocational Program 
G-7 Conduct an Open House 
G-8 Work with Members of the Community ^ 
G-9 Work With State and Local Educators 
G-10 Obtain Feedback about Your Vocational Program 

Category H: Student Vocational Organization 

H-1 Develop a Personal Philosophy Concerning Student Vocational 

' Organizations 
H-2 Establish a Student Vocational Organization 
R-3 Prepare Student Vocational Organization Members tor 
Leadership Roles 

H-4 Assist Student Vocational Orgariization Members m Developing 

and Financing a Yearly Program of Activities 
H-5 Supervise Activities of the Student Vocational Organization 
H-6 Guide Participation in Student Vocational Organization Contests 
Category I: Profattlonal Role and Development 
1-1 , Keep Up-to-Date Professionally 
1-2 Serve Your Teaching Profession 
1-3 Develop an Active Personal Philosophy of Education 
1-4 Serve the School and Community 
1-5 Obtain a Suitable Teaching Position 
1-6 Provide Laboratory Experiences for Prospective, Teachers 
1-7 Plan the Student Teaching Experience 
1-8 Supervise Student Teachers 

Category J: Coordination ofCooperative Education , 

J-1 Establish Guidelines for Your Cooperative Vocational Program 
j-2 Manage the Attendance, Transfers, and Terminations of Co-Op 

Students 7 
j-3 Enroll Students^n Your Cc^p Program 
j-4 Secure Training Stations for Your Co-Op Program 
j-5 Place Co-Op Students on the Job 
j-j5 Develop the Training Ability of On-the^ob Instructors 
J-7 Coordinate On-the-Job Instruction 
j-8 Evaluate Co-Op Students" On-the-Job Performance 
j-9 Prepare for Students" Related Instruction 
j-10 Supervise an Employer-Employee Appreciation Event 

REUTED PUBUCATI0N8 

Student Guide to Using Performance-Based Teacher Education 

Resource Person Guide to Using Performance-Based Teacher 

Education Materials 
Guide to the Implementation of Performance- Based Teacher Education 



For Information regarding availability and prices of tliete materials contact- 

AAVIM 

American A^ciation for Vocational Instructional Materials 

120 Engineering Center • Athens, Georgia 30602 • (404) 542-2586 



